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To access the demonstration software*:

¢ MindTap: Software download links* and data files, along with the Hands-On Exercises and software installation instructions, are on the MindTap
learning path.

e Print book/student companion website: Software download links* and data files are on the student companion website. See the “Supplemental
Teaching and Learning Materials” section of the preface for instructions on accessing the student companion website. (Hands-On Exercises and
software installation instructions are in the print text.)

*Please do not download the software programs until your instructor tells you to do so. Please
note that many of the programs expire, and will not work after a certain number of days elapse from when the program was first loaded; other
limitations may also apply to certain demonstration software.

Note: Demo access to Microsoft Office applications (Word; Excel; PPT); as well as demo access to the Westlaw and LexisNexis research databases;
is not included with the text.

Software Demo Expiration Date System Requirements

Clio (cloud-based application) | 365 days from registration | Any operating system

HotDocs v. 11.2 120 days from installation | Supported Operating Systems: Windows 7, 8.1, or 10 (32-bit and 64-bit)

Hardware: 1 GHz processor (2 GHz or faster recommended); 1 GB RAM (2 GB
recommended); 250 MB hard disk space for installation process, 85 MB thereafter

Display: 1024 x 768 screen resolution. Note: If you previously set your Windows display
options to a font size greater than 100%, you may find that some HotDocs dialog boxes do
not display properly. You can check your font size setting in your Control Panel by clicking
Appearance and Personalization > Display.

Word Processor:
e Microsoft Word 2003, 2007, 2010, 2013, 2016
o Corel WordPerfect X3 SP2, X4, X5, X6 or X7 (not X8)

Internet Browser: Microsoft Internet Explorer 9, 10, and 11

LexisNexis CaseMap v. 12 120 days from installation | Supported Operating Systems: Microsoft Windows®: 2008 Server, 2012 Server,
Vista, 7, 8, 10

Recommended Hardware: 1 GHz or faster 32-bit (x86) or 64-bit (x64) processor;
1 GB RAM (32-bit) or 2 GB RAM (64-bit); 1 GB free disk space; Super VGA (800 x 600) or
higher-resolution monitor with 256 colors

Internet Browser: Microsoft Internet Explorer® v6.0+ is required for Send to CaseMap

functionality

LexisNexis TimeMap v. 6 120 days from installation | Supported Operating Systems: Microsoft Windows 7, 8, or 10
Minimum Hardware Requirements: 1 GHz or faster 32-bit (x86) processor, 128MB RAM,
50MB free disk space

TrialDirector v. 6 140 days from installation | Minimum Requirements: Intel Core 2 Duo Processor 2.0 Ghz (Intel Core i7 Processor

3.0 Ghz or better recommended); Microsoft Windows 7 (English version) (Windows 8
recommended); 4GB System RAM (8GB recommended); Microsoft .NET Frameworks 4.5.1
or higher; 128MB Display Graphics memory (1GB recommended); 1024 x 768 Display
Resolution at 32-bit color palette (1920 x 1080 recommended); 32x (or better) CD-ROM
Drive (8x DVD Recordable Drive recommended); Sound Card and Speakers/Headphones
(Required for audio functions)

Supported Operating Systems: Windows® 7, 8%, 10 (English, 32-bit or 64-bit)
*Windows 8 RT does not support desktop applications, such as TrialDirector 6. All other
editions, such as Windows 8 Pro, are supported.

Technical Support
If you are having problems installing any of the software programs included with this book, contact Cengage Learning Technical Support at
http://cengage.com/support. Please keep in mind this is third-party software and there is limited support that Cengage can provide.

If you are experiencing issues while using the software, contact your instructor.
Please keep in mind that software is of a changing nature. If the third -party software is updated by the software provider, this can affect the user
experience of the hands-on exercises. Therefore, Cengage may periodically provide updates to the demos and to the corresponding hands-on exercises.

See the preface of this book for more information about using the software demos and
Hands-On Exercises.
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This is an electronic version of the print textbook. Due to electronic rights restrictions,
some third party content may be suppressed. Editorial review has deemed that any suppressed
content does not materially affect the overall learning experience. The publisher reserves the right
to remove content from this title at any time if subsequent rights restrictions require it. For
valuable information on pricing, previous editions, changes to current editions, and alternate
formats, please visit www.cengage.com/highered to search by ISBN#, author, title, or keyword for
materials in your areas of interest.

Important Notice: Media content referenced within the product description or the product
text may not be available in the eBook version.
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I should make a confession. There was a time (many
years ago) when I believed that I could be successful in
the law office without knowing much about computers.
That was then. This is now. Let me state this as plainly
as | can: a successful legal professional must know how
to use a computer and the applications commonly used
in a law office. With the advent of all things “¢”
e-discovery, e-filing, and so on—it is essential that you gain
the skills this text seeks to impart. The 21st century is well
under way and computer literacy is a basic competency in
law offices. Using Computers in the Law Office, Eighth
Edition, is designed to give students both theoretical
understanding and practical experience with common
law-office computer applications. These include both
widely used applications, such as Microsoft Word, Excel,
PowerPoint, and HotDocs; and programs specific to the
law office, such as Clio, CaseMap, TimeMap, Westlaw,
LexisNexis, and TrialDirector. I hope that students will
learn not only the specific uses of these programs, but
also that they should not doubt their abilities or fear the
prospect of working with computers.

—e-mail,

TO THE STUDENT

If T could give you only one piece of advice, it would
be this: be patient. Do not rush through the Hands-On
Exercises. I can tell you from personal experience that
haste is a sure path to mistakes and frustration. If you are
a novice to these applications, I hope (and expect) that
you will find you can do far more than you ever thought
possible. If T could give you a second piece of advice, it
would be to keep learning. Technology is always evolv-
ing. Never more so than today, knowledge is power. For
years, | have been telling my students that the surest way
to make themselves invaluable to their employers is to
know how to do something the employer does not know.
Learn the skills emphasized throughout this text and
then keep learning, and your success is almost a certainty.

X

ORGANIZATION OF THE TEXT

This textbook is organized into ten chapters. The first
chapter introduces students to computers and technol-
ogy. The objective is to give students a rudimentary
understanding of basic computer terminology and sys-
tems on which the rest of the book can build.

The next nine chapters represent the heart of the
book. They cover word processing, spreadsheets, time-
keeping and billing, case management/docket control,
electronic discovery, the cloud and social media, litiga-
tion support, the Internet and electronic mail, com-
puter- assisted research, and the electronic courthouse/
automated courtroom and presentation graphics. Each
topic is presented in a clear and organized manner and
includes many examples of how the relevant software is
actually used by paralegals in legal organizations.

The only certainty in this area of the law is change.
And to that end, I am pleased that all of the software
applications and data files needed to complete the
Hands-On Exercises are available online at the student
companion website. Please be sure to check the website
before beginning any exercises to check for the latest
updates to the exercises and the software applications.

CHANGES TO THE EIGHTH EDITION

Technology in the legal field continues to grow at an
astounding rate. Some of the changes to this edition include:

* Revised and updated Hands-On Exercises
designed to impart the practical skills required
in a modern law office.

 Updated screen shots reflecting the newest ver-
sions of the applicable software.

* Software updates:

 Tabs3 and AbacusLaw chapter content and
Hands-On Exercises replaced by Clio.

* Hands-On Exercises for older versions of
Microsoft Office (2013, 2010, and 2007)
moved to the student companion website.

* Westlaw chapter content and Hands-On
Exercises updated for the newest version of
Westlaw.
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* Lexis chapter content and Hands-On
Exercises updated for the newest version of
LexisAdvance.

* Chapter-Level Changes:

* Chapter 1: New chapter title; new discussion
of “What Is a Computer’—how tablets, smart
phones, and other devices are also computers.

* Chapter 2: New brief discussion about the
preference for Microsoft/PC vs. Apple/Mac
in the law office; expanded discussion of
PDF files and Adobe Acrobat; new discus-
sion of password-protecting confidential
word-processing files that will be emailed;
new Hands-On Exercises for Word 2016.

e Chapter 3: Updated Hands-On Exercises
for Excel 2016

* Chapter 4: Clio replacing Tabs3 in exhibits

and Hands-On Exercises.

* Chapter 5: Clio replacing AbacusLaw in
exhibits and Hands-On Exercises; new dis-
cussion of Microsoft Outlook in “Generic
Calendaring and Personal Information
Manager Programs” section.

* Chapter 6: New topics: Encryption in the
Law Office, Online Security (Passwords,
Two-Factor Authentication), Authenticat-
ing Social Media Evidence.

* Chapter 7: Expanded discussion of “Litiga-
tion Holds”.

* Chapter 8: Updated CaseMap Hands-On
Exercises for Version 12.

* Chapter 9: New chapter title; discussion of
new versions of Westlaw and LexisAdvance;
updated Hands-On Exercises for Legal and
Factual Research on the Internet; new dis-
cussions of the Deep Web, the Dark Web,
and spear phishing.

* Chapter 10: Updated Hands-On Exercises
for Microsoft PowerPoint.

LEARNING FEATURES

Chapter features include the following:

* Chapter objectives open each chapter to focus
the student’s attention on the main elements

of the chapter.

PREFACE Xi

e Internet sites are referenced, and useful
and relevant ones are listed near the end of
each chapter.

* Key terms are boldfaced in the body of the
text, and definitions appear in the margin for
easy review and reference. (A comprehensive

glossary appears at the end of the book.)

* Numerous illustrations, including screen shots,
legal documents, tables, and other graphics,
are included throughout the text.

* Test your Knowledge exercises are included in
each chapter.

¢ On the Web exercises are included in each
chapter.

* Questions and Exercises are included in each
chapter to challenge students to apply the
information learned in the chapter.

* An Ethics Question is included for each
chapter.

¢ Hands-On Exercises are included for most
chapters to give students actual experience on
a computer.

HANDS-ON EXERCISES

About the Hands-On Exercises
Hands-On Exercises are included for 10 differ-

ent applications; there are 72 exercises in all. These
tutorial exercises assume that the student has access
to a computer and to application software, but no
prior computer experience is necessary to complete
the tutorials.

The Hands-On Exercises include step-by-step
instructions that guide the student through the
application. There are literally hundreds of screen
shots to guide the student and act as reference
points. All of the Hands-On Exercises are completely
interactive, allowing the student to gain hands-on
experience with the software. In addition, all of the
Hands-On Exercises are specifically related to legal
organizations and legal applications, so the student
not only learns how to operate the computer and
software, but also learns how to use them in the legal
environment.
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xii PREFACE

Accessing the Hands-On Exercises
Through MindTap

Students and instructors using MindTap will find
everything that they need for the Hands-On Exercises
right on the MindTap learning path: the exercises;
software download links* and installation instructions;
and data files.

*Please do not download the software programs
until your instructor tells you to do so. Please note
that many of the programs expire, and will not work
after a certain number of days elapse from when the
program was first loaded; other limitations may also
apply to certain demonstration software.

Full tutorials are included for the following applications:

Accessing the Hands-On Exercises
Through the Student Companion
Website

Students and instructors not using MindTap will find
the Hands-On Exercises and software installation
instructions in the print text. Software download links*
and data files are on the student companion website.
See the “Supplemental Teaching and Learning Materi-
als” section of this preface for instructions on accessing
the student companion website.

*Please do not download the software programs
until your instructor tells you to do so. Please note
that many of the programs expire, and will not work

Chapter(s) Application
2 Microsoft Word*

2 HotDocs (v. 11)

3 Microsoft Excel*

4,5 Clio

8 LexisNexis CaseMap (v.12)
8 LexisNexis TimeMap (v.5)
9 WestLaw

9 LexisAdvance

10 Microsoft PowerPoint*

10 TrialDirector (v 6.5)

Application

Provided? Expiration Data Files?
No N/A Yes
Yes 120 days Yes
after
installation
No N/A Yes
Yes 365 days No
(web-based) after
installation
Yes 120 days No
after
installation
Yes 120 days No
after
installation
No N/A No
No N/A No
No N/A Yes
Yes 140 days No
after
installation

*For Microsoft Word, Excel, and PowerPoint: The exercises in the print book are for the 2016 versions. Exercises for the 2013,
2010, and 2007 versions of Microsoft Word, Excel, and PowerPoint are provided on the student companion website and in

MindTap.
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Supplements At-A-Glance

PREFACE Xiii

Supplement: What it is:
Student Companion Resources for o
Website instructor and o
students o
Login to

cengagebrain.com

Resources for the
instructor, via

InstructorCompanion
Website

Cengage SSO
[ ]
[ ]
MindTap (separate To learn more go to o
purchasing option) www.cengage.com/
mindtap or ask your o
instructor to try it out o

after a certain number of days elapse from when the
program was first loaded; other limitations may also
apply to certain demonstration software.

SUPPLEMENTAL TEACHING

AND LEARNING MATERIALS

Student Companion Website

The student companion website includes resources for
instructors and students. The card in the text includes
an access code for this book’s student companion
website. Go to login.cengagebrain.com to access the
downloadable software demos and updates to the text.

Creating a CengageBrain Account
to Access the Student Companion
Website

If you do not already have a CengageBrain account, use
the following process to create one:

1. Go to the website www.cengagebrain.com.

2. Click on Log In, then click the “Register” button.

What's in it:
Downloadable software demo links

Data files
Updates to the text

Instructor’s Manual with syllabus and lesson plans, chapter
objectives and outlines, teaching suggestions, grading
rubrics answers to text questions, testbank, and answer key

PowerPoint® presentations
Test bank

eBook with ReadSpeaker, highlighting, note-taking
and more

Updates to the text incorporated into eBook
Downloadable software demo links

Data files

Lecture notes

Case studies

Customizable flashcards

Assignments

Chapter quizzes

Additional resources

3. Click “I Don’t Have an Access Code or
Course Key.” This will bring up a search box
to search free products by ISBN.

4. Enter the ISBN 9781337624985 into the

search box, and click Search.

Using Computers in the Law Office will

appear as a search result. Click “Add.”

6. Fill in the registration screen with your
email address, name, password, security
question and answer, and time zone. Check
the agreement boxes and click “Create My
Account.”

7. The Using Computers in the Law Office stu-

dent companion site will now show up under

“My Courses & Materials” on your home page.

Going forward, log into your CengageBrain

account at www.cengagebrain.com by using

the email address and password that you
have just created. The Using Computers in
the Law Office student companion site will
show up under “My Courses & Materials”
on your home page.
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Adding Using Computers in the Law
Office to Your Existing CengageBrain
Account If you already have a CengageBrain account,
follow these steps to add the Using Computers in the Law
Office student companion website to your account:

1. Go to the website www.cengagebrain.com.

2. Log into your account using the email
address and password that you used when
you set up the account.

3. Search for the ISBN 9781337624985 and
click on Using Computers in the Law Office
when it pops up.

4. Scroll down to the bottom of the Using
Computers in the Law Office information
screen, click on the “Free Materials” tab,
then click “Save to MyHome.”

5. The Using Computers in the Law Office
student companion site will now show up
under “My Courses & Materials” on your
home page when you log into your Cengage-
Brain account.

6. Going forward, the student companion site
will already be on your home page; you will
not need to add it again.

Instructor Companion Website

The online Instructor Companion Site provides the
following resources:

Instructor’s Manual The Instructor’s Manual
provides comprehensive teaching support. The Instruc-
tor'’s Manual contains the following:

* Syllabus and lesson plans

* Chapter objectives and outlines

e Teaching suggestions and class discussion ideas
 Sample grading rubrics

* Answers to exercises in the text

* Testbank and answer key

PowerPoint Presentations Customizable
Microsoft PowerPoint® Presentations focus on key
points for each chapter. (Microsoft PowerPoint® is a
registered trademark of the Microsoft Corporation.)

Test Bank An editable test bank is provided in rich
text format, which can be edited in Microsoft Word or
other word processing programs.

MindTap & MindTop

MindTap: Empower Your Students MindTap
is a platform that propels students from memoriza-
tion to mastery. It gives you complete control of your
course, so you can provide engaging content, challenge
every learner, and build student confidence. Custom-
ize interactive syllabi to emphasize priority topics, then
add your own material or notes to the eBook as desired.
This outcomes-driven application gives you the tools
needed to empower students and boost both under-
standing and performance.

Access Everything You Need in One
Place Cut down on prep with the preloaded and
organized MindTap course materials. Teach more
efficiently with case studies, assignments, quizzes, and
more. Give your students the power to read, listen, and
study on their phones, so they can learn on their terms.

Empower Students to Reach their
Potential Twelve distinct metrics give you action-
able insights into student engagement. Identify topics
troubling your entire class and instantly communicate
with those struggling. Students can track their scores to
stay motivated towards their goals. Together, you can
be unstoppable.

Control Your Course—and Your Con-
tent Get the flexibility to reorder textbook chapters,
add your own notes, and embed a variety of content
including Open Educational Resources (OER). Person-
alize course content to your students’ needs. They can
even read your notes, add their own, and highlight key
text to aid their learning.

Get a Dedicated Team, Whenever You
Need Them MindTap isn’t just a tool, it’s backed
by a personalized team eager to support you. We can
help set up your course and tailor it to your specific
objectives, so you'll be ready to make an impact from
day one. Know we’ll be standing by to help you and
your students until the final day of the term.
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